CHAPTER 6

PUBLIC PARTICIPATION TASKS & TECHNIQUES
SECTION 6
PUBLIC MEETINGS \
MEETINGS- OVERVIEW

OVERVIEW

There are several types of meetings which may be conductpd durln the S|te mltlgatlon
or hazardous waste management processes (refer to Exhibit ypes of
Participation Meetings”, page #). Meetings are held to proylde and exchahge information
during DTSC's decision-making process. Meetingdmay include other agencies, local officials
and government agencies, businessesj envir. ental groups, 1,mpacted mmunities, and
the interested public to discuss DTSC gite- or facilitygfelated activities on a certain project.
This subsection identifies the types f meetings which m sed during a project and
those activities required to conduct each type of qeetin

RN

. \ - YUBLIC PARTICIPA‘I‘ION TASK RESPONSIBILITIES

ACTIVITY __\___PPS \ R /**'*) PROJECT MANAGER
PUBLIC -ldentify need/olyj./time frame -Make meeting room -Coordinate w/PPS on meeting plans
MEETINGS “dentify locatio arrangements. -Prepare presentations.

-Develop agenga -Arrange for interpre- -Participate in dry runs.

velopment of ter/court reporter, -Coordinate with PPS on graphics
ns for all if needed. -Participate in meeting.
-Prepare meeting -Develop graphic/handout text.
eview/approve presentations. supplies (sign-in
-Conduct dry runs. sheets, name tags,

-Approve graphic/handout text. comment forms).
-Coordinate and development of agenda

***Activities which are not assigned to specific staff, but which must be accomplished by the PPS, Project Manager,
and/or clerical support.
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EXHIBIT 6-24
TYPES OF PUBLIC PARTICIPATION MEETINGS

MEETING TYPE DEFINITION

Briefings Meetings designed to provide participants (usually officials or decision kers) with the
information they need to answer questions they are likely to receivesabout the site from
community members. \

Workshops Semi-structured gatherings or seminars to assist the @bllc \n gaining etter
understanding of complex or technical project-specific issues \

Open Houses Informal gatherings at which community members drop in and t |rectly with |nd| dual\
DTSC staff or other specialists about specific projectconcerns questlons

”

Community Meeting Structured meetings which include formal presentations, Commun{ty meetin M
interested parties the opportunity to cuss pltgject issues with éach other and the
regulatory personnel making the de !

meeﬁgs{:re \l:/at the beélnnlng of th{Rprocess to obtain
ich

EIR Scoping Meeting Agency or public scopi

input on specificcenvirghmental issues should be addressed in the EIR.

Remedial Action Plan [Formal meetlng held during the requwed mirng

um 30-day public comment period,
(RAP)/Removal Action on ‘the draft RAP/draft RAW designe information and to discuss and
osed plan.

Workplan (Pv!getmg receive input on the pr
‘ =
OTHER MEETINGS: Informal meeting: with conymunity groups to discuss project issues/concerns

Small Group of partigular interest roup.

Technical Review ng of a team of technical experts, including a minimum of one community
Committee (TRC) , Who are managing the investigation of a hazardous waste project
Meeting 1 military base.

Restoration Advisory A meeting of a team of technical experts, in conjunction with community members,
Board (RAB) Meeting that are responsible for reviewing and monitoring the progress of remediation at military
bases.

Interagency Meeting designed to bring together agencies involved or interested in a project or decision
in order to disseminate information, coordinate actions, review proposals, etc. May also
involve private groups or individuals. (NOTE: Once a private individual is invited to an
interagency meeting, the meeting is open to all members of the public.)

Panel Discussions Forums put on to present a variety of viewpoints on a specific issue. Usually involves a
moderator and may evolve into a debate. Speaking time is limited, with a portion of the time
given to questions from the audience or another panel.

Community A formal assembly of community representatives, meeting regularly to discuss a site's

Advisory Group or facility's progress. Membership may or may not include agencies, although agencies are usually
invited to participate. Decisions by the group are passed on to the lead agency for
consideration.
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MEETINGS - BRIEFINGS
Briefings

Briefings are designed to provide participants -- usually officials or decision-makers
with the information they need to answer questions they are likely to receive about the site
from community members, constituents, media, or other elected officials. Briefi ngs can be
held for one or more recipients. Regular briefings can prevent loeal off|C|aIs oms being
"surprised” by the media or community groups with information about the ‘site. Prowiding
officials with this type of information helps build good working relation ps and credibity with
local government.

The issue of who should conduct the briefings should be determined in consultatlon\

with key project staff. -
: 1 5\ V

Timing e{(\ \ y
Y | /
Site Mitigation briefings generally ar& held atgKey poirits in theinvestigation and

n
cleanup process, and as signifig}al ings beco availablegor decisions are made.

#gnt hold briefings on a regular
media coverage), or in which the

communi xpress d a high level
in areas where there areymany sites. This provides local officials with quick updates on a
number of sii and makas better use

HWM brjefings arg generally held at key points in the permit or closure plan
determination process, agfid as significant findings become available or decisions are made.
Generally, the Proj anager or Senior may want to brief the local officials. The level of
community co n often determines if a briefing is necessary. Consult with the PPS to

determine the need for a briefing.
Notification

Generally, the Project Manager briefs local officials before remedial activity begins at
any site; however, briefings may be held upon the request of the officials themselves.

Briefings during the permit process generally occur only on "high" interest facilities.
They may occur at any time during the process or when requested by any official.

Format

Briefings should be clearly focused, and should not last for more than one or two hours.
Once the initial briefing has been done, future briefings may consist of 5 to 30 minutes. The
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format should:

o] Identify and define the varied interests of those invited to the briefing. For
example, at a briefing on the Remedial Investigation report, local health officials
probably will be interested in health data, while elected officials may be
concerned about how the community will perceive the information and the
political implications of proposed next steps.

o] Provide a briefing agenda that covers the relevantpoints, allowing timen the
agenda for participants to ask questions about issues gfparticular int t.
o] Make good use of graphics and visual aids in the presentat jong®

o] Provide participants with handouts that explain imp\oﬁant aspects of the briefing. ¢
These handouts should be designed so that officials can refer'to them WW

briefing is over and be fully ver?gm brieﬁqg topic. y
‘,\
Preparation N ‘ /

\ (
Remember that the briefing i§ for the benefit of t
Therefore, the time and location must'be convenient for t

City Hall o | government agency offices). (R€
page #.) . ,.

It is generally truelthat, whiles#&lected and agency officials are familiar with how
government agencies fungtion and interact with one another, they often do not have the
specific technical backgrgtind that can help them understand all of the issues at hazardous
waste sites/facilities, terpret that information for others in the community.

Icipants (or participant).
(i.e., during business hours, at
xhibit #, "Checklist for Briefings",

Those®Who plan briefings should be aware of the California Open Public Meeting Act,
and other "Sunshine Laws" which restrict the number of elected officials which can attend a
non-public meeting. Generally, these laws prohibit a majority of a publicly elected or appointed
board, council, commission or committee from meeting out of the public view, unless the
subject of the "closed meeting" is properly announced and fits a very narrow set of criteria.
(For instance, since most city councils consist of five members, no more than two members
may attend a briefing that is not part of an open and properly noticed meeting of that city
council.)

While DTSC staff members are not liable for these elected/appointed officials' actions,
staff should not call or participate in briefings or meetings that appear to be in violation of
these laws.

It also is possible that the press will want to attend briefings. Staff speaking at the
briefing should be aware of this, and might consider having a press officer present at the
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briefing. A press briefing may be held concurrently with the briefing for local officials.

Specific details on "planning and organization of meetings" are provided in this manual
beginning on page #.

EXHIBIT 6-25

CHECKLIST FOR BRIEFINGS \

Arrange a date, time and place that is convenient for the brleﬁzj‘{ecrp snt

Date, time and location of Briefing:

SN

Time: /(\ \\‘ 2
-

Location:

Notify key state and Iocal officials, citizensxand othgf interested parties of the Briefing
(if feable)

- Prepare presentatigns

Prepare\and copy ahy handout materials

Follow-up on any questions which were unable to be answered during the Briefing
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MEETINGS - WORKSHOPS
Workshops

Workshops are semi-structured gatherings or seminars to assist the pu ic to better
understand complex or technical project-specific issues. These discussions are suzlly led

and proponents with technical expertise in specific areas. (A key*lifference be na
workshop and a community meeting is the workshop's empha5|s on haNng\lrLQrmatl nina
more interactive way.

by DTSC project staff and/or individuals from other regulatory agenc;? Responsible Parties

%
Following a brief introduction, participants usually break #tto sm groups W
discussion on designated project issues. A small group size and "round table" forma

for more information discussion than is usually pos ina cbmmunlty meetﬁqg Workshops
can be a particularly useful tool in establishing thege communlcatlon chan’?because they
allow both agency staff and community rpem to be

e more familiar #ith the individuals
and issues involved in a site.

Timing d -

Site Mitigation wolkshops are most commonly conducted at complex sites, and may
be approprl te at the following tlmes

medial Investigation: As results from sampling activities become
available, Jolding a workshop can help make the community aware of the

fEct staff to become more familiar with specific community concerns about
e investigation and cleanup, and to develop field activities and cleanup
alternatives that the community understands.

o] Upon completion of the draft Remedial Action Plan (RAP)/Removal Action
Workplan (RAW), draft Corrective Measure Study (CMS) and Proposed Plan
(during the public comment period): Workshops held during this period can
help community members better understand why a specific cleanup alternative
has been selected as the preferred cleanup alternative. Taking the time to meet
on an informal basis with community groups and individuals can alleviate
misunderstandings created from misinterpretation of facts or issues.

o] Prior to implementation of the remedial design. A workshop at this point can
be helpful in explaining to community groups and individuals the details
surrounding implementation of a cleanup remedy. Consider holding workshops
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if the remedial design will have a significant impact on community members
(i.e., construction of a treatment facility, increased traffic in the neighborhood,
significant increase in noise, need for technical workers to wear personal
protective gear).

HWM workshops are conducted for complex proposals, where several groups or
individuals have expressed interest in permitting or closure activities. Con der holding
workshops at these points:

o] During review of permit application or closure plan: A kshop canm
community aware of DTSC actions taken to mitigate nqmun con
Workshops encourage interaction between DTSC staff and the cOmmuni and
promote the exchange of ideas and concerns. R \

', .
o] Upon release of a draft permit or closure plan (during the*public CW

period): Workshops help communit embers better underé;and proposed
permit or closure plan conditior%‘hmelr |mpacts /
o] Prior to issuance of findl permit or gjOsure plan Workshops explain to

community groups and fhdividuals the d tails ding the construction and
operation of the facility, the closure process, ety precautions, and inspections

<.hxregulatory agencies.
0 During appropriate rh.illesto s in the corrective action process (e.g., Remedy

Selection): Workshops«&n explain site conditions and clean-up actions, and
licit input fflom community members

ce on the establishing a timeline for each of the necessary activities.

Organization issues to consider for a workshop:

o] Set starting time when all people are to arrive;
o] Greeting area and staff greeters to welcome attendees;
o] Sign-in Sheet, with Public Records Act disclosure statement, and a space

where attendees can indicate how they were informed of the workshop;

o] Agenda explaining options for discussions;
o] Public address (PA) system for remarks;
Public Participation Policy and Procedures Manual March 2001
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o Brief overview of workshop;

o] One large room or several small rooms to accommodate group discussions;
o] Arrange tables in a circle or another configuration that facilitates discussion;
o] Staff at each table, with the appropriate expertise for each topic discussed;

o] Handouts for each technical area discussed,; \

o] Consider using a "floater" during workshops, to moéfrom table tggtable,
assisting with conflict resolution;

o] Concluding remarks or summary, if appropriate;: and

o) Evaluation forms. < v

\.

Within two weeks of the workshop, staW\'/e commltted to obtaln g information
for an individual at the workshop sho. espone to that person ¥ telephone or in
writing, regardless of whether thg desired infoghation has been found.

Notifications A d

Worksho@e annoynced through the following methods:

-0 Newsletters §ent out by mmunity groups;

o  Flyers sentdlirectly to each name on the mailing list (refer to page #);

o] one calls to key community leaders;
o] Display advertisements in local newspapers; and,
o] Public service announcements or paid advertisements on local radio and

television stations.

The written notification should include the name, address, and telephone number of
DTSC staff whom interested individuals can contact for more information.



EXHIBIT 6-27

CHECKLIST FOR WORKSHOPS
Purpose of Workshop:
____ Estimated number of attendees:
Plan the Workshop: \
Identify topics to be presented e ‘
Identify agency officials to present topics, handle regis raﬂon b

Prepare handouts, other information materials -

Location of Workshop: < v
Facility name, location: \‘ :
Contact person at f\?cilityl f ( \\ | /
Phone number: ‘/

\ size: \

4<-Sicupanl
% Handicap a cessibility: >Yes ___No
- \Reatures:

d Time of Workshop:

__ Restrooms
____Public Telephone
____Adequate Parking

Date l

Date:
Time:

Prepare draft notice announcing Workshop (public notice, flyer)
Coordinate internal review of notice

Prepare final notice

Send Workshop notice

Make telephone calls to key community leaders to notifying them of the workshop



MEETINGS - OPEN HOUSES
OPEN HOUSES

Open houses are informal gatherings at which community members drop in and talk
directly with individual DTSC staff or other specialists about specific concerns and questions.
Open houses differ from community meetings and workshops in several ways:\

o] No set agenda and no formal presentations are given;é \
Rather ttendance is

o] Community members do not arrive at the same time.
spread over a period of several hours, aIIowmg people ‘fo attend at helr
convenience; L

”
o] Transcripts of the meeting are not prepared; and, X V

\
o] Any issue of interest may be dls;:ussﬁnng theopen house, wihile workshops
generally focus on Q\ne Specifi e. ( 3

Open houses provide an excellent opportuiyg?/

velop"' dialogue with sommunity ers;
, who may feel uncomfortable asking questions at
ore informal forum for doing so;

o = Allow comgfunity members to have their concerns addressed and to arrive and

eir convenience; and,

rovide a friendly and congenial atmosphere that improves community
perception of DTSC.

The informal atmosphere of the open house personalizes the interactions between
project staff and the community. As a result, the DTSC staff have the opportunity to
build creditability by attending, being responsive to community concerns, and will be
viewed as being individually accountable for their statements, comments, and
commitments made during the open house.

Timing

Open houses are held:

o] To maintain contact between the community and DTSC staff;



o] When the community wants an update on a long-term project;
o] Between technical milestones; or,
o] When there are no apparent controversies.

An open house can be initiated by DTSC or upon request of a community at any time
during the project.

Organization issues to consider for an open house include: é .
b
‘\ kS

o] Set "opening" and "closing" times; -

o] Ensure staff with expertise in different areas of th\eg'nvestl tion and Ieanup
process are present at specific_information tables to talk Wlth COW

members; ’ A
‘,\
o] Staff greeters to welcom peoﬁ%; rrive; \,\ ‘ /

A <\
o] Provide sign-in sheet, fvith Public Records closure statement, and a
space where attendees'can indicate how t heard about the open house;
{ Staff greeters should inquire about each attendee's general concerns, and
direct that pgrson to the appropriate information table;

o

o] entificatiory labels should be placed above each information table to aid
attendees jif locating their area of interest or concern.

o] H uts should be available at information tables (e.qg., fact sheets, reports,

xecutive summaries, charts, or background literature) for attendees to take
home.

o] If an open house is held during a public comment period, forms should be
available which allows the public member to leave written comments. Ensure
that a collection box for comments is available and visible. Additionally, a court
reporter could be on hand to record verbal comments;

o] Staff at the information tables should take careful notes about any issues they
have committed to investigate further;

o] Staff who are investigating issues should respond, within two weeks after the

open house, to persons who made the inquiries, regardless of whether the
desired information has been found. The response may be by telephone or in
writing;



o] Consider using a "floater" during open houses. The role of a floater is similar
to that of a facilitator. The floater moves from table to table, assisting with
conflict resolution. For example, a floater might suggest that DTSC staff follow
up on questions that cannot be answered during the open house, or might
otherwise facilitate interactions between the community and DTSC and others
staffing the open house; and,

o] Encourage all attendees to fill out an evaluation form, wi |ch can be used later
to evaluate the usefulness of this public participation t nlque

Notification

Notify community members about the open house in Jhe same manne as for
workshops. Prior to the open house, a fact sheet or flyer should be sent out pr
background on the issues to be discussed at the opgen house. Use fact she\ats e-mail and
other notification materials to encourage comMmbers {o attend the ogen house with
specific questions or issues in mind. Explain ope?ouse fb(mat in the€e materials.

Preparation

presentatign. Staff meetiygs should take'place prior to the open house to determine who will
discuss each topic, and to'participate in agnodified "dry run". Each individual should develop
responses to anticipated questions or af€as of concern, and should practice these responses.
All agency staff participatjhg in the open house should be well-informed and patient when
responding to difficult qug&tions and situations.

Prwn for the open house Is similar twommunity meeting or any other

¢“Cconsider using and visual aids similar to those used for community
to page # of this manual). Room size is also a key logistical factor, the room
must be large enough to accommodate several "information tables”, at which staff will be
stationed to talk with community members. Make chairs available.

Open House Logistics

In planning an open house, there are many details to be considered. For the most part,
these details are addressed in AMeeting Logisticsg.
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EXHIBIT 6-28
CHECKLIST FOR OPEN HOUSES

Location for Open House:

Facility name, location:

Contact person at facility:

Phone Number:

Occupancy Size:

\

Handicap accessibility: ___Yes
___ Features: ___Restrooms \
Publi%nes s
____Adequ#le Pa
, \/

Date and Time of Open Housg:

<

Date:
: _:. Timg:

k Prepare draft noticeg of Open“”l@ (public notice, flyer)

Coordinate interngf review of notice

notice

Identify agency officials to attend Open house

Notify citizens of Open House

Direct mailing to citizens on project mailing list
Verify the mailing list is up-to-date

Request mailing labels
Public notice in local newspaper(s)

Prepare handouts, other informational materials for Open House

Make telephone calls to notify key community leaders of the open house.

Interpretation

Public Participation Policy and Procedures Manual
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MEETINGS - COMMUNITY MEETINGS
COMMUNITY MEETINGS

Community meetings are one of the most commonly used public participation
activities. When planned and conducted properly, meetings can be an excellent way to explain
remedial site or permit/closure plan issues to community members and to\espond to
guestions and concerns.

Because meetings usually involve large numbers of peopléboth\ attendee€” and
participants) they also present opportunities for misunderstandings‘and misquotes ky the
public and the media. It is, therefore, essential to plan and prepare properly for all p Iblic
meetings. Some meetings are required by law or regulation-at certaiy points in the site™,
mitigation or permit/closure plan processes. Other meetlngs are eld at t discretf@n\(ime/
Project Manager or PPS. \

\‘
N N N

When is a Meeting Appropriate? %

g Approp f \ 7

Preparing for and conductiﬁg tings can be @xtreme y re urce intensive, therefore,

it is best to conduct them at sites/fadilities in which com members have expressed
interest. To determine |fapub||c meeting is appropriate £onsider the following issues:

information that needs to be conveyed and the target audience for the information. Then
determine whether a community meeting will convey this information to the audience in the
most effective manner. For example, if meetings have been held for the site/facility in the past
and only a few people have attended, or if the same issues are raised repeatedly about the
site/facility, it might be better for the Project Manager or PPS to meet with interested
community members individually or in small groups, or to sponsor workshops that examine the
issues in depth. If there are many groups or individuals with general concerns, however, a
meeting may be the best vehicle for reaching the community.

Timing
Site Mitigation: The California Health & Safety Code, requires that DTSC hold one or

more community meetings during the minimum 30-day public comment period on the draft
Remedial Action Plan (RAP), and Removal Action Workplan (RAW).

Public Participation Policy and Procedures Manual = ~ 14 March 2001
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In addition to the release of the draft RAP/draft RAW, there are other points in the
investigation and cleanup process at which community meetings should be conducted:

o] Kick-Off Meetings. These meetings are held at the beginning of the investi-
gation process. Kick-off meeting agendas typically include:

C A discussion of the investigation and cleanup process;
C An explanation of why DTSC is investigating the ite;
C A description of the activities proposed in the re ed\al |nvest|gat| n (RI)

workplan; and,

..\

C A question and answer session. . v

0 Progress Report Meetings. Thi?.meetmgs held during the Rl to update

the community about ongoing actvities, sampling results d the future
direction of the project.

N
\ 4
Regulatory agencies offen find these meetin ul in receiving input from
community members aRout the teghnical iggestigation, particularly regarding

estion and answer session.

HWM:#*Community meetings are not required during the permit, closure plan or
corrective action process. However, community meetings (either large or small) are
recommended for "high interest" projects. Timing for recommended community meetings is
included in the schedule contained in the Public Participation Plan prepared for a facility
project.

There is no formula for determining the most appropriate time to hold a
community meeting; however, since the permit/closure plan determination
process can be lengthy, DTSC policy recommends that a community meeting
be held when sufficient interest develops about the proposed permit application
or closure plan to warrant a meeting.

In general, at the beginning of the process, the information supplied by the
applicant may be inadequate, and holding a public information meeting may be
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premature. However, if the decision to hold a meeting is delayed until the very
end of the process, there may be insufficient time to address public concerns.
The decision of when to hold a community meeting should be based on the
judgement of the PPS in consultation with the Project Manager. A meeting also
may be scheduled when particular technical milestones are reached. Some
other items to consider include the following:

C Number of different groups that have contacted DTSC for ir}Qrmation on
the facility, and the frequency of communication; 9
C Media coverage of the facility; é \ \’\“f.
C Qulantity _a:]d quzfilti;ly c;f a}l/_ailzzlbl{eh informatioQ that caffbe used: to present\
a clear picture of the facility to the communi
p ty | Lo ‘\ V

C Level of environmental activis the cqmmunlty '\

C Complexity of the roposeﬁélmllkermlt or closurem{

C Existence of risf issues; and, \/

<—\ Is'roposed facility type (inciﬁ.Mand disposal).
Other conc s, incl‘u\ding guests from other governmental agencies and
elected offidjals, also - influence meeting timing. Since meetings are

pensive dnd resource intensive, all timing-related issues should be
consideredgn determining whether to hold a community meeting.

ENVIRONMEN IMPACT REPORT (EIR) SCOPING MEETINGS

The lead agency is encouraged to hold an "early consultation” meeting with all
interested parties to identify all concerns, including economic and social effects, that will be
addressed in the EIR.

There are two types of scoping meetings:

1) Agency-only scoping meetings are only open to public agencies and the
involved consultant under signed contract with the lead agency to prepare the
EIR. These meetings are usually held during normal business hours; and,

2) Public scoping meetings are open to interested public members, along with
public agencies, and are normally held in the evening.

Public scoping meetings are encouraged for all "high" interest projects, such as,
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new incinerators, controversial permit renewals, and Treatment Storage and
Disposal facilities (TSDs).

The targeted audience for a scoping meeting is dependent upon the level of
community and agency interest. To determine which audience the scoping
meeting should be directed to, consult with the PPS.

REMEDIAL ACTION PLAN (RAP)REMOVAL ACTION WORKPLAN (RAb\Q PUBLIC

MEETINGS e \

The California Health & Safety Code, requires that DTSC hold Qné\,or more public
meetings during the minimum 30-day public comment period on the drat RéMmedial Action
Plan (RAP)/draft Removal Action Workplan (RAW). The purpose of the Meeting is to preéen't\
information and to receive any public comments on the draft RARdelraft RAW. All comments ¢
must be answered formally in the "Response to Public Comments" process (also kn

a Responsiveness Summary). Specific activﬁ?at must be conducted, for the public

comment period meeting are discussed below. v
. ~
PUBLIC COMMENT PERIOD AND RAP/RAW MEANG \/
These meetings are held during the required mini 30-day public comment period

on the dra<?ﬁ§/draft RAW. State law\equires tha content of these meetings include:

0 An assessnient of th‘e,,hde of contamination;
0 \R(\e charactgristics of the hazardous substances;

o] An estjgaite of the time required to carry out the removal or remedial actions;

o] A description of the proposed removal or remedial actions.

In addition, DTSC:s RAP Policy states that the meeting should also present:

o] Risk to human health and the environment posed by site conditions;
o] A discussion of all alternatives considered, including those rejected; and
o] The rationale for selection of the proposed removal or remedial action.

A typical RAP/RAW meeting agenda to meet these requirements includes:

o] Public involvement opportunities;
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o] An overview of the cleanup alternatives;

o] A description of the proposed alternative;
o] A question and answer period to clarify the information presented' and,
o] A comment period.

Although not required by State law or regulation, it is in DT RAP Polic
transcript be made of the comments received during the pub mgetlng This IIows
the actual comments to be entered into the administrative record, t usﬁrotectln the
rights of the community and the agency receiving the comments

: , .
In addition to the above, the California Health and Safety Code, also: reqwresw
s

regulatory agency: b .
o] Use a newspaper notice anr\mé{?)ubhc comment pﬁj (ensure that

a display ad is usediand that the date, tifne and place of the public meeting is
included in the ad and place the ad on BTSC, site);

owners d agencies;

0 <.letify cdn,tiguous prope ,
.0 Post notice nearthé_prop ed removal site; and

o] valuate anfl respond to all comments received during the public comment

COMMUNITY ING FOR A PROPOSED PLAN

Similar to a RAP/RAW Community Meeting, the Proposed Plan Community Meeting
shares the cleanup alternatives evaluated in the Feasibility Study and then explains the rational
for choosing a preferred alternative. CERCLA is the law governing this type of meeting. It
requires that a transcript of the meeting be kept on record. The law also requires that:

o] The proposed plan be released and announced at the start of the comment
period (usually this is done in a fact sheet type format);

o] The proposed plan summary and a notice of the meeting be published in a local
newspaper of general circulation; and,

o] All comments received during the comment period (including the meeting) be
addressed in the Response to Public Comments document.
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For additional information, please see U.S. EPAs Community Relations in Superfund:
A Handbook (EPA/540/R-92/009, January 1992).

OTHER MEETINGS

Other types of meetings may be appropriate at certain points during a pr ject in order
to keep involved and interested parties up-to-date on the processes and progress f a;project.
The following describes those other types of meetings.

SMALL GROUP MEETINGS

Small informal meetings with community groups are useful for diScussing site- related\
issues of particular interest to a group. These meetings can be héld at any point du ng the
site mitigation process at the request of the community group. The meetings sho
conducted by teams of individuals familiar with diff: taspects of the site, éuch as the risk
assessment and the Remedial Investigation.;ﬁsm apprgach ensures jixat most, if not
all, questions can be answered immigdiat and fat community nf€mbers have an
opportunity to meet with DTSC and ot regulatory ﬁcy W an informal setting.

The small group meetings will be held at th community groups. DTSC will
announce'fa«iilabilityafor meetings in\a number ofways:
L :

Fact Sheet

0 edia outl
announce

such as public notices, press releases, and public service
nts;

o] paper advertisements;

o] Announcements in newsletters published by civic, environmental, or trade
groups (i.e., Chambers of Commerce, Farm Bureau, Sierra Club, American
Association of Retired Persons, Rotary Club, etc.); and,

o] Direct mail notification to community members on the site mailing list.

TECHNICAL REVIEW COMMITTEE (TRC) MEETING

Traditionally, this is a meeting of a team of technical experts, including a minimum of
one community person, who are managing the investigation of a hazardous waste project at
a military base. However, some Restoration Advisory Boards (RAB) have designated
subcommittees with this same name. In those instances, the subcomittee is made up of RAB
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committee members only.
RESTORATION ADVISORY BOARD (RAB) MEETING

A meeting of a team of technical experts, in conjunction with community members, that
are responsible for reviewing and monitoring the progress of remediation at closing military
bases. The RAB community members are to share the information with the Iarge community,
thus increasing the communication between the site Project Managers and th interested
community.

COMMUNITY ADVISORY BOARD (CAB) MEETING

Similar to a RAB, this is a meeting between technical experts intifiately working on a\
site and interested community members. The purpose of the meeg#ng Is to,share in rmatlon
with the community on a regular basis and receive their comments and concerns. In t
CAB community members are to act as liaisons with giae larger.community thai\they represent,
thus increasing the amount of information bemgﬁeed N . /

1

INTERAGENCY MEETINGS % ( '

DeS|gned to bring together agencies mvoiWested in a project or decision in

order to di ate information, coordipate actions lew proposals, etc. May also involve
private groups or individials. (Note: Onge a private individual is invited to an interagency
meeting, the meeting is open to all membgrs of the public.)

PANEL DISCHSSIONS

given to ques ons from the audience or another panel.
SPEECHES

Provide an opportunity to address an audience for a set period of time (usually ranging
from 15 minutes to an hour). Speaker presents material in an unbroken fashion, usually
followed by an opportunity for the audience to ask questions.

COMMUNITY ADVISORY GROUP MEETINGS

A formal assembly of community leaders, meeting regularly to discuss a site's or
facility's progress. Membership may or may not include agencies, although agencies are
usually invited to participate. Decisions by the group are passed on to the lead agency for
consideration.
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MEETING PLANNING & ORGANIZATION

The success of a meeting depends, in large part, on adequate preparation. There are
many issues and details to consider when planning a meeting, from checking on audio/visual
equipment to making sure that all speakers are familiar with their topics. Prior to the meeting,
the goals should be identified and staff responsibilities should be outlined.

Meeting Goals e
First, decide the purpose of the meeting -- what DTSC hopes t galn fro the mieeting

and what the community should gain from the meeting. These goals shoujd be kept in mind
throughout the preparation phase and should be used to tailor the presentations. Any meetlng\

may have a number of goals, which might include: -
. \ V
o] Helping the community to better undgestand technlcal actlvmeé under the site
mitigation or permit/closure plan prdcesses; \ . /
o] Soliciting communiﬂ' inRLE on proposez( encz/yns

de by DTW cleanup;

0 : Explainingto community miembers the site cleanup or permit/closure plan
s processes and how they cagh participate in those processes;
o] \\creasing

(0]

0 Highlighting progress

SC credibility; or,

The Project Manager or PPS may wish to call the key community members involved
at the site and review the agenda with them to make sure that the community's
concerns also will be addressed at the meeting.

Determine Staff Responsibility

Determine at the start of the planning process the roles and responsibilities of project
team members. The team may consist of the Project Manager, PPS, Responsible Party, Zone
Contractor, and other DTSC staff such as toxicologists or geologists. The project team should
use the "Community Meeting/Hearing Checklist" form to decide who will be responsible for:
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Meeting room reservations and equipment;
Public notification;

Meeting agenda development;

Practice sessions;

Graphics or handouts;

Meeting facilitation; and,

Speaker assignments and topics.

O O O0OO0OO0O0Oo

The PPS should be consulted for assistance in acquirln eetlng roo
developing agendas, graphics, and practice sessions. Ifthere Qntractor sup ort for
the project, contractor staff can assist in many of these activities ( ee®xhibit
"Responsibilities During DTSC Public Participation Pr@grams page #. )

-
In addition, the team must decide who will facilitate the meeting and'what topks.aad(
speaker will cover in his/her presenta::jcb team member shouItLrecognlze that

he/she has a responsibility to both the projéct team and the community to spend the

necessary amount of time prepating f gto ensure that4#e presentation is
clear, concise, and given at a leyel that commtnity members will understand. This

responsibility includes making time commitments f Mnlng meetings, "dry run"
practice sessions, and post-mgeting critique sessjghs.

Meeting Kogistms

In planning a\meeting, therg are marn

etails to be considered, including:

Location;
Date ime;

gements of room seating;
quipment; and,

Audio and Visual Aids.

Access to the internet.

O O0OO0OO0O0Oo

Each of these details is discussed below and, in addition, the project team should
utilize the "Community Meeting/Hearing Checklist” form (Exhibit  #, on page #).
Meeting Location

The meeting should be held in a location that is convenient for interested community
members. Suitable meeting rooms will be able to accommodate comfortably from fifteen up
to two hundred people, depending on the nature of the meeting and the anticipated
attendance. Sometimes even larger accommodations are necessary. Possible meeting
locations will be identified in the Public Participation Plan. Many cities and towns have
community centers with rooms suitable for meetings. Classrooms or multi-purpose rooms in
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local schools, and meeting rooms in libraries or government centers also can be good
locations for workshops. Work with staff in city halls, libraries, school district offices, or
chambers of commerce to locate available meeting facilities.

The location should be a neutral one for all participants. The main objective of any
public meeting is to hear the concerns/issues from all segments of the community and to
respond to those concerns. If a factor, such as the meeting location, alienates'a segment of
the attendees, it can hinder the overall effectiveness of the meeting. For instan& if there is
a faction that is at odds with City Hall, it would not be a good ideato ?d the public meeting

there. Project staff should consult the Public Participation/Plan g#fior to makin
decisions that affect an entire community; this makes it imperative tha the\PL}inc Participation
Plan be a thoroughly researched document that is truly representative of th cOﬁmunity. The
meeting location must be accessible to all, including disabled persons. ‘ '\

’ \“\! 2
Meeting Date and Time 3 V

5
\

' ‘-,\ )
Make sure that key people interested it the site/facility (i.e., community group
representatives and elected officials) wilkbe a attregthe m‘egating on tk€ suggested date.

The PPS should consider the best tifhe for meetindgs for that community. A retirement
community may wish to hold meetifigs during weekday oons, or a community of
commuters may be unavailable at tiges other than a wg€kend evening. When setting a
ight prevent people from attending
rld Series, school vacations). Also consider other
might conflict with the DTSC meeting, such as
sional representative, PTA, or City Council. Setthe
the meeting date so community members have sufficient notice.

date and time well ahead
Arrangements
Refer to the "€ommunity Meeting/Hearing Checklist" (Exhibit #, page #):

o] Make meeting room arrangements as early as possible, preferably at least one
month in advance;

o] The meeting location must be determined before the meeting can be
announced;
o] Determine if there is a usage fee for the facility. (Note: as a government

agency, DTSC often is excused from such fees; however, if there are fees
associated with having custodians available for setting up the room, etc.,
complete a DTSC Service Authorizations (form DTSC 1013); and,

o] Make certain that the meeting room is available for the adequate period of time
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needed to complete the meeting (e.g., 7-10 p.m.). Itis important to the success
of the meeting that participants are comfortable in the meeting room, so check:

o] Lighting (locations of the switches and which switches control which lights), and
if light adjustments may be made without a custodian;

o] Air conditioning/heating system, and if temperature adjustments ay be made
without a custodian; and,

o] Seating arrangements and tables, and if rearrangemenéﬁay be made y#thout
a custodian.

o] Meeting room must be accessible to the disable.g.

.
It is advisable to: 3 v

: 5 N
o] Arrive at the meeting location one t two hours, before the megting starts to
make sure the room is prpperl up a [ ‘

( equipped; and
o] Post signs outside of ofin the building that di ople to the meeting room.

ay ask taff (or contractors) to sign "save-
ents. Be aware that the State is self-insured and
to sign such agreements. A sample Department
letter, stating these facts, is shown in Appendix E
requested from DGS if a "save-harmless" insurance agreement
by the operator of a facility in which a DTSC meeting is being
he DGS, Risk and Insurance Management:s telephone number is

e PPS for a copy).
Interpreter Services

If the site/facility is in an area where community members are non-English-speaking,
consider having the meeting interpreted simultaneously into the language that the community

speaks (e.g., Spanish, Vietnamese, American Sign Language).

Interpreting may be conducted using different approaches:

0] Simultaneous Interpretation - When only a small number of people in the group
require the service or when headphones are used to convey the interpreted
messages.
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o] Stitched Interpretation - When the interpreter interprets a sentence or phrase,
alternating with the English-speaking person making the presentation.

If an interpreter is necessary:

o] Arrange for interpreters far in advance of meeting date;

o] Determine if these services are available free through local agencies; or identify
certified interpreters which provide these services. dnterpreter services may be
available through a DTSC contract, a Responsible Pagy a proponent, @*may
be purchased. Fees are generally involved, ‘therefore, a\DTSC rvice
Authorizations (form DTSC 1013) must be completed' '

o] Include in the meeting notice to community membep that i erpretatmn will be
available at the meeting (ensure that the meeting notice is t nslatedw

language that the community Si:k?’“ \\ \
o] Consider translating han§outs gistri u?t the meetmg /
o] If possible, send the intgrpreter an advance C'Mhe prepared speeches.

0 <-Q;ure that the interpreter interpre ything said in the meeting so that

everyone can have their questions and concerns addressed; and,

-0 &necessary provide f

Equipment

merican Sign Language interpretation.

Reférlto Community Meeting/Hearing Checklist" (Exhibit #, page # ). The

meeting roo ust include a:
o] Screen or large empty wall space for visual presentations;
o] Public address (microphone) system, depending on the size of the group;
o] Table at the entrance to the room for the sign-in sheet and handouts;
o] Sign-in sheet (with pens) to identify and track those community members

attending meetings for the site/facility, and assist in building the maliling list.

The meeting facility may be equipped with the following items; if not, be certain to bring
them from the office:

Public Participation Policy and Procedures Manual March 2001
Public Meetings --25



Slide/overhead projectors;
Screens;

Flip charts;

Microphones; or,

Other items needed.

O O Oo0Oo0Oo

Often schools and community centers can provide this equipment; howe r, it must be
requested when reserving the room. Be certain to check all equmen for, proper
working order before the meeting (e.g., batteries and light bulbs re working progerly).
Consider bring spare bulbs and batteries as insurance.

\

Supplies to remember for meeting:
\
o] Sign-in sheet w/pens <
o) Handouts;
0 Transparencies; b
o] Slides; or, \
) Other items needed f /

Before leaving for a meetlng, e sure to IOOLQ th \‘Beﬁmunlty Meeting/Hearing
hi

Checklist” (Exhibit # , page# ) to ensure not important is omitted.

Meetmg ﬁebrieﬁ.ng

- At the'end of each eetlng al e participants to fill out an evaluation sheet to help
identify areas | which thegcommunity needs more information. (See "Community Meeting
Evaluation Form", Exhibig# , page #.)

Theldebr' session, held within two to three days of the meeting, is attended by the
DTSC meetirf§ participants. The debriefing is to critique the meeting, improve on future
meetings, and identify plans for following up on any action items.

Information from the evaluation form can assist in the debriefing process, as well as
identify the needs and concerns of meeting participants. Critiquing the meeting can help to
refine presentations and discover which techniques, speaking styles, and visual aids are
effective in communicating with the public.
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EXHIBIT 6-29

BRIEFING/WORKSHOP/MEETING TIMELINE

ACTIVITY AMOUNT OF TIME BEFORE MEETING DATE (in work days)
30////25/11/20////15////10///15//1/ Meeting

R R R B RR B RRDRRR X))
R R R BRI SRR SRR SRR

o Determine preferred date
o Find meeting location
0 Check with key community members to deter-
mine if they will be able to attend,;
ask if there are items that should be
discussed at the meeting

X< KKK LKLL))

o Contact newspaper (or DTSC contract provider)

- -27



and other media to

determine billing needs and proper

format for information X-<-<- << - KL< -L << <)
0 Meet with staff who will make presentations

at meeting to establish agenda and goals;

determine responsibilities X-<-<-<-<-<-<-<-<-<-<-K-<-<-<-<-0)
o If topics are identified that cannot be

addressed by staff, identify individuals

with appropriate expertise and ask them to
participate in the meeting O E R R R PR R ERERH)
o Begin working with graphic artist to
develop graphics X-<-<-<-<-<-<-<-<-ghLg< K <0
9
o Develop flyer for distribution to community Yoo
members NEODDDDRDPPDIPA IR
o Develop newspaper advertisements and/or public » w0
service announcements (PSASs) X-<-<-<-<-<-K-<-<-<-<-< -0 kS \
o Arrange for court reporter, if applicable X-<-<-<-<-<-<-< - <-<-<-< \v
\ﬂ ‘\’v
o Circulate ads or PSAs for concurrence X-R<-<-<-<-<-<-<-<-0
0 Review graphics and revise if necessary - X-<5§-<-<-<-<-<-<-<-O ‘,,,
\
Y .
0 Send ads or PSAs to media or DTSC contract pripvider- X-d§<-<-<-<-<-(
ht ‘
o Locate necessary equipment and determineffilling needs \/
and/or reserve equipment ‘ X-<-<-<-<-<-0

0 Make certain that ads/PSAs are appearing as §cheduled A X-<-<-<-<-<-0

o Firstdry run, with graphics \\
0 Revise graphics, if necessary

/w’

X-<-<-<-<-<-<0
X-<-<-<-<-<-<(

\ 5

o Determine whjch graphics sholld be usedxa‘s h uts; print copies---------------X-<-<-<-<-<-<0
0 Second dry run, With evaluation X<-<-<-<-0
o Make sure equipment will bgf@vailable X-0
o Make sure all handou w graphs, and other graphics are ready X-0
o Pick up equip l X
0 Review check list X
o Arrive at meeting place 2 1/2 hours early to check room, set up equipment,

chairs, and tables (earlier if a third dry run will be held in the meeting room) X

EXHIBIT 6-30

COMMUNITY MEETING/HEARING CHECKLIST

Planning Meeting Date: Project:
Meeting/Hearing Purpose: Targeted Date:
Participants:

(X) MEETING/HEARING PREPARATION ACTIVITIES RESPONSIBLE PERSON(S) DUE DATE

Set meeting/hearing goals...........ccccceevviieeiiienenns

Setdate and time........ccceeeeveeiiiiiiiciieeeeeeee e,

Set meeting location (schedule) (map).................




Prepare Service Authorization...................
Send Insurance Cert. letter (schools)........
Expected # of people attending.................
Seating Capacity........ccceveereeeneeniiiieeniens
Contact person at facility and phone #.......

Schedule court reporter (contract)............cceeeeenn.

Schedule interpreter (contract)..........cccceeeevuenennn, 5\
Notify panel participants...........ccccceeeeieeecieeennnn, 5

Prepare agenda.........cccevveneeneeninicie s

9
Prepare meeting evaluation forms.............c......... I
L
Prepare public comment forms..........cccccceeenineen. : » '
3 N N
Prepare comments for keynote speaker/hearing ~ \»V
officer/facilitator..........c.ccceviviiiieii e . \
- 3
\

Prepare visuals (slides, graphics, displ@y)............ ( .\/

Set day, time and blgce for pérticipants ehearsal. \‘/

Prepare oral presentations..............cccceeeceeernnnns /\ \‘v \
\ /
Y .
Select facilitator (name): b

Coordinate with the Public Info. Officer (P10)................

Set date/time for debriefing meeting......................

EXHIBIT 6-30 (cont.)

COMMUNITY MEETING/HEARING CHECKLIST (cont.)

(X)  ANNOUNCEMENT ACTIVITIES RESPONSIBLE PERSON(S) DUE DATE




Prepare and send pressrelease.........cccccueeeenneen.

Prepare and place radio ad...........c.cccceveeevereennnen.

Prepare and place display ad...........ccccevveeineene

Send materials to repositories.........ccceveeviiieeennns

Prepare and send meeting flyers to mailing list.... \\

(X) ROOM ARRANGEMENT ACTIVITIES RESPONSIBLE PERSON(S) DUE . DATE

9
ROOM 1aYOUL.......ooiiiiiiieiic e NN

Room set-up (tables, chairs, press)....... , e -
-
N

l 9 \". L
SEt-UP tIME oo ” \»V
Security: Yes  NO....cccccoovvviviiieeeeinns . iy

Janitorial Services........cccocovvevveeeeveenenne. b N

Restrooms (Open/Location)................... ' N b
Lights (switch location(s))........c.coeevveriins k. : /
Ventilation / AN

First Aid Supplies

Refreshments......ccccocoovvvveiiiiiiennen. \ e

(=103 (=1 F X ‘ ' \/

Rental fees?......... TRV Y N

Ret! to original condition........... \

(X) - : EOUIP;ENT ' \ RESPON}BLE PERSON(S) DUE DATE

Video camera/tape..........ccccceeeeiiinienennn,
Extension cords/3-prong plugs...............
POINErS ..o,




EXHIBIT 6-30 (cont.)

COMMUNITY MEETING/HEARING CHECKLIST (cont.)

(X) __SUPPLIES RESPONSIBLE PERSON(S) DUE DATE

Name plates/name tags.........c.ccceeevrunneen, \
Directional SignS........cccvevevieeiiieenieee
Copies of agenda/evaluation forms......... )
Copies of most recent fact sheet.............

Copies of generic fact sheets.................. \! Y \"\
3" X 5" index cards..........cccocuvvriieiricnnnn. » . *

ETASE....coiiiiieeececieieteie e o~ 5 N

Masking Tape.......cocoeevrieeiiniieeeriee e ) \‘ . /
S CISSOIS i ieeeie e ee e e e e e ‘ / 3

Business cards........ccccuvvvvveviinnnns e l

[ T0] [ ] =Y SO S f“'

(X) _MEETI ‘H\_OW-UP ACTIVITIES \\ RESPON ERSON(S) DUE DATE

o
58
= 2
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MEETINGS - NOTIFICATIONS
Public Notification of Meeting

At least two weeks prior to the meeting, the public, local officials, and other interested
parties should be notified of the meeting date, time, location, purpose, and where to call for
additional information. Methods of public notification are detailed in this manual,Yfginning on
page #, and might include the following:

Advertisements é ¢
3 8

Permit public hearings, Remedial Action Plan (RAP)/Removal Actio) W&kplan (RAW)
meetings, and California Environmental Quality Act (CEQA) meetings have specmc\
notification requirements. Refer to the specific sections.in this mehual, which dlscuss\thﬁehy
processes. The California Health and Safety Code, requires that DTSC notify. the public
draft Remedial Action Plan meeting in a newspape ertisement. Similar téxdraft Remedial
Action Plan community meetings, other typr)‘e'?ﬂ::r/nmunity meetings, alse® use display
advertisements in local newspapers tojinfor e pubyi€ of upcoming méetings. (Refer to
Public Notices & Notifications, bebln on page \/

Direct Notices

Direct notices annguncing the megting should be sent to all individuals on the project
mailing list. The announcement (e.g., f heet, flyer, letter) will advertise the meeting date,
time, locationypurpose, anfl where to*€all for additional information. (Refer to "Fact Sheets"
on page #.)
Supplementary M ds of Notification
In some situations, particularly those in which the target audience does not read the

main newspaper or does not speak English as a primary language, it may be necessary to
identify supplementary methods of notifying the public. They may include:

o] Public service announcements on local radio and television programs
(translated if necessary), (refer to page # );

o] Advertisements in community newspapers or newsletters (refer to page # ) and,
o] Working with community group leaders to notify community members via word-
of-mouth.
o] Post on DTSC web site and e-mail notices.
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MEETING PRESENTATIONS
PLANNING

The key to a successful public meeting is to effectively communicate information and
ideas to the community, and provide an organized forum where the community can express
its views. The use of effective speakers, interesting audiovisual aids, and effe ive meeting

facilitation can help meet these goals.
Try to anticipate questions or concerns that community memb may raise th% ould

best be addressed by someone outside of the designated meeting t am, For xample, the
community may have concerns about the health effects of contaminants found at. the
site/facility; therefore, a toxicologist who is familiar with the issues should Be presentto answer\
any questions or make a presentation. Project staff in attendancahould be familiarwith the/
resources available both within DTSC and from other agencies, such as the Air Res

Board or the Regional Water Quality Control Board._g#8ounty or federal agenchas also working

at the site/facility should be included in the meew speake(s from other ggencies should
be included in the meeting planniqg pr sho

{ participate in d
Project staff participating in thefmeeting sh;ul;ypaﬁ to answer questions from

€ss,

participants, espeC|aI|~y questlons thatiare anticipated to b€ particularly difficult. Prepare for
these "Q & Answers" sessions\by using a -step process: 1) develops a list of
questions ‘that the comriunity might regsonably ask; and, 2) develop answers to these
questions. rs cannot answer, identify someone who is better
gualified to address that topjc, and ask#fat person to help develop responses to the questions
and attend the yneeting.

Developi‘n.g

As spl akers develop their presentations, they should consider the audience they will
be addressing by identifying the audience's:

o] Knowledge of the site/facility;

o] Familiarity with the technical issues surrounding the site/facility;

o] Familiarity with government regulatory programs and agencies; and,
o] Interest in specific issues such as health effects or real estate values.

Presentations should be organized to address these community concerns and
interests.

When developing presentations:
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o] Direct presentation to the audience;

o] Limit the use and abuse of regulatory and technical jargon; and,
o] Pay attention to how issues of "risk" are communicated.
Outline \
One of the tools used to ensure a concise, cohesive presengétion |s an outl€. In

preparing an outline, the presenter needs to consider what information he/éhe would\ike to
impart to the audience. Presentations must have a purpose, and the initial d&finition of that
purpose rests with the presenter. The PPS will provide input to ensure fat the pr’t—;:sentaitioh\
is well rounded and that it anticipates the questions and concernsgef the specific comW

l\ \'
The first question the presenter mu:;l?«t}en developing the outline is "What
hi

activities/events have taken place regarding the site/facility since the lagt time DTSC
communicated with the community?" The an tot uestion can se s the nucleus of
the meeting agenda. Y ‘

0 The infermation should ke evaluatWen down into specific categories

d issues;
o] Examination of thesé'npate ries and issues then are needed to identify other
‘ related inforrpation or suf=categories that might be relevant to the presentation;

ting the above, the presenter should develop an outline that
all of the new and relevant information that the community needs.

Use of Jarg:

Speakers must consider the audience's level of understanding of the issues being
discussed:

o] Avoid acronyms, jargon, and technical terms wherever possible;

o] If using some terms is unavoidable, send a fact sheet to expected meeting
attendees prior to the meeting to introduce them to the meeting topics, including
definitions of commonly used terms (also make the fact sheet available at the
meeting);
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o] Further determine whether the average community member will understand the
terms used,;

o] For example, many people are not familiar with a term like "extraction wells", so
the purpose and operation of an extraction well could be explained, using a
drawing of a well to help in the explanation.

Delivery

"Style" is another important issue to be aware of when ma& a present
presentation that is short, easy to understand, and accompanied with |m|QIe gra hics ay fa|I
to inform the audience if it is presented poorly. In general, the success of a preSentations as
dependent on the speaker's self-confidence as it is on content Most €ople could benefl
from participation in groups geared towards developing and enhagemg pukblic speaking Skl||S
such as Toastmasters (a non-profit, non-partisan group designed to helg,people t}ecaa(
better public speakers). These types of organizatiogs.allow individuals to pré\ctlce speaking
on a range of topics in front of small, non thre:%ggroups *Short of requiripg that all staff
who participates in public meetings joln To asterge the foll\owmg suggepsgt’lons can be
followed: Z "

0 Practice giving the presentation f@y people as possible. Do not
<-hisitate to deliver it to frignds, family; colleagues.
0 Practice spegking in front of @ mirror, to have an idea of how one appears to the

audience.

0  Record thegbresentation on video or audio tape and watch/listen to it. Identify

umbling, words that are too technical, or points of uncertainty.

Anothefiactor that will increase the quality of presentations is ensuring that the speaker
is comfortable with the topic and prepared to answer questions. Anticipate ahead of
time the questions that community members will ask. Ensure that the speaker can
answer the questions or that appropriate individuals are present. It is important to hold
practice sessions prior to the meeting.
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MEETING - RISK COMMUNICATION
Risk Communication

Explaining the level of risk that a site/facility presents to human health and the
environment often poses difficult communication problems. The information provided in this
section is designed to help project staff in thinking about issues of risk communiég{ion. It is by
no means a complete guide to risk communication, which is a relatively new an
inexact field. Those who anticipate involvement in risk communication $hould pursue training
opportunities and read available outside information on the subject. ,\
AN

Risk communication is problematic because the concepts being ¢ mnﬁu‘nicate are
difficult for people to conceptualize. For example, the following stateménts are hq; easy to\x

understand: ” v

N\
"The risk of developing cancer as a result of gsposure'to TCE at this shse/facility is one
in one million." f X ,,

"The levels of dioxin foundin s
parts per million (ppm)..f'

Ay
o \ ~
increased fréthre\eya[s per billion (ppb) to one

~ ppm), and, 2) they'combine levels gf measurement, further confusing the listener. Most
- people do not havg, a reference f

Th@!@emeﬁt are confusing.for two rMhey use jargon (three ppb, one

numbers like one in one million or five parts per

o] Risk communication must be careful to differentiate between risks that result
from direct choices of action (i.e., smoking, flying in a plane) and those which
result from indirect or involuntary choices (i.e., the contamination found in soil
or groundwater as a result of neighboring industrial operations).

o] There is a profound psychological difference between how people perceive a
risk that results from a direct choice and one that results from indirect choice.

o] The potential impacts of direct and indirect choices should not be compared.
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o] Risk communicators may wish to encourage discussions of the ways in which
our choice of lifestyles and patterns of consumption directly influence industrial
production.

Community Loyalties and Economic Interests
Project staff must be aware of the community's loyalties and economic mterest

o] In some instances, a responsible party may be the ec omic backbon of a

community, and community members will be reluctant cknowledge tan

industrial operation may pose a potential risk to their hea

o] In such cases, community members are likely to. C|te all t people they know
who have worked at the facility all their lives with ngedverse health ef@/

0 Be sure to state the facts of the risk ; hat |s known about éxposure to the
chemical and why government %W are cohcerned about the levels found

at this site/facility.

\
\ (
o] By adhering to the fact§ of the situation,; DTS js"ess likely to be accused of
“taking sides" or'having'a hidden agenda. Bor example, "Groundwater at this

ite is contaminated witk this com chemical at levels up to x ppm.
{ Governmeit agencies have found that exposure to this chemical at levels above
Xpp

b can cduse the followigg adverse health effects in animals/humans.”

o] TSC must pe careful not to be perceived as trying to "sugar coat" the potential
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MEETINGS - AUDIO & VISUAL AIDS
Audio and Visual Aids

When making oral presentations, it is helpful to use visual aids with "graphics” or "bullet
points" to illustrate the main points of the discussion. As speakers organize their
presentations, they should consider issues for which an illustration or list of bullet\%oeints would
be appropriate. These visual aids can be made into transparencies that are projected onto
a screen, and copies can be handed out to attendees so they canfollowithe main points'of the
discussion. Providing participants with copies of the important points gf'the discussioReelows
them to focus their attention on the details of the presentation, rather-than on taking notes.
Background materials, large maps, or charts can be placed around the eetlng room for
participants to view during breaks. b \

g W
Issues to consider when using visual aids: While-visual aids can. be help
meeting, they also can be detrimental if used incorre Usmg visual aids thaf\wewers cannot
sual al

see or do not understand will confuse and frustrafe the V|ewer rather than belp the viewer
understand the presentation. When degignin consn:jer wheth€r or not someone
who is unfamiliar with the topic would erstand the @hlc or chart. Like fact sheets, visual
aids should not include technical jarggn and compllcat ddr S. Test the effectiveness of
a visual aid by asking-a few people who are not iqvolvedith the project and do not have a

uickly, can distract the viewer, with emphasis being
als rather than on the content of each visual and accompanying
narrative. Also distractyfg are visual aids that are too complicated, or in which type or
drawings are so sma t they are not readable from across the room. Each visual aid should
serve a specifi pose in the presentation and answer specific questions. Be certain that
a "pointer" is available to emphasize important elements in the presentation.

many visual
placed on the

When using visual aids, the lights in the room usually are partially or completely turned
off, which can be conducive to falling asleep, if many visuals are used. Therefore, intersperse
visual aids throughout the meeting, using them to break up the meeting by providing the
audience with a visual representation of the speaker's presentation. When used in
moderation, visual aids can be an effective tool for conveying important information to the
community.
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MEETINGS - PRACTICE SESSIONS
Practice Sessions

All individuals participating in the meeting must rehearse their presentations before the
meeting occurs. These "dry run" sessions help to:

o] Identify points in each person's presentation that need further clai f|c tion or
could be enhanced with visual aids; 9
o] Improve the speaker's confidence in his/her public sp kfng atwtles

o] Identify weak spots in the meeting where more informatioR is needed as well\
as additional questions that might not have been cehsidered.

The number of dry runs needed for each me will vary. Plan for one\er two dry runs

initially, leaving room on the calendar for mbre, if deerﬁ'ed necessary,All who will be

making presentations at the\ meefing m atten?e dry run. A goodformat for the dry

runis:

o] Each indjvidual to makehis/her preWor review the main points of the

{p&esentatt n
o] \iter each esentati‘ont est of the group pose guestions that have arisen

together to develop the best possible format and presentation for the
eeting;

o] To have at least one person present at the dry run who is familiar with the
site/facility but will not be making a presentation at the meeting (i.e., public
participation staff, contractor);

o] To have the person scheduled to facilitate the public meeting attend the dry run,
to provide suggestions on continuity between speakers, and perspective on
how the meeting flows.
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MEETINGS - FACILITATION
Meeting Facilitation

The facilitator's role is to manage the flow of communication during the meeting to
ensure that all concerned citizens have the opportunity to formally present their comments. The
facilitator monitors the communication dynamics of the meeting, and adjustsw\e meeting
format, agenda or other variables as necessary to keep the meeting productive forallparties.

0 Effective facilitation can be the key to a successful meg€ting. |
h N
o] The facilitator will be chosen during the planning stage of the gneeting. The\PPS
normally serves as the meeting facilitator, although the PPS Supervisor can be.
brought in for controversial meetings. - .
\:\ \v V
o] The facilitator should be involved in ing the. agenda and rﬁaking sure that
topics flow logically. Meeting agegdas should‘.\\l) be available for meeting

participants; 2) include arpple t#fie for cgfMmunity, members'to ask questions
3) allow for dition@s to be added before the

o] e facilitator is responsible for direcC guestions and comments from the
audience t§ the appropriate panel member for response.
0 Jhe facilitatdr will maké€ certain that, if a questions or comment cannot be
dressed ighmediately, it is returned to later in the meeting.
0 = Thef tor can intervene with panel members who get "stuck”, defensive, or
answer questions that they are not qualified to answer.
o] A facilitator is particularly helpful for situations in which the community is hostile
toward or does not trust DTSC or the responsible party.
o] An impartial facilitator can help ensure that meeting participants focus on the
issues being discussed.
o] Facilitator techniques which can be useful:
C Active listening
C Acknowledging issues
C Writing down issues and concerns
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C Recording issues/concerns, actions and questions on a flip chart

C Willingness to stay and listen to comments and questions
C Provide opportunity to meet again
C Avoid over-controlling the meeting

Successful meeting facilitation will ensure that the meeting fs a fair forum for all
community members to express their views.
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